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3 December L9& 


OFFICE OF PERSONNEL MEMORANDUM NO. 20*370-6 
SUBJECT s Fitness Repoi-t 
REFERENCES* 


25X1 


RESCISSION* OPM 20-370-4, Fitness Report, dated 11 October 1954 


1. The responsibilities of the office of Personnel in coring 
Tilth the Fitness Report are assigned as follows* 
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a. Poli cy and Program Development . The Pla 
Analysis SS37 iF"respofisxETQ~for toe formulation 


and 
? policy 

recommendations and program development. This includes 
continuing analysis of the over-all eflectivepdss of the program, 
as well as the preparation of appropriate r^ulatoryj and pro- 
cedural issuances for coordination with other cc^nponfent^ 

b 0 Administration of Report ius^ys teen 

(1) The Processing anp-'Recorde W^Jplon ( ?RD) is 
responsible for notifying /Operating oommals of the due 
date of initial and annjaal Fitnes s/Repo rts and for 
following up to ensure comple tiSnfor these Reports. PRD 
will tab the Service'' Record Capd\ v SF-7, for each to 
indicate the due date of the ^prt Report. PIN), will also 
monitor personnel actions requesting reaesignments and 
will be responsible for requiring Fitness Reports in 
cases of proposed rKaa^ignments, in conformity with the 
referenced HeadquarcXr^ Regulation, before further 
processing the actiotv The Transactions and Records 
Branch will document action held up for receipt of the 
required Fitness Report by indicating appropriate dates 
and action taken to get the Report. 

(2) The Employee Services Division (ESD) is responsible 
for advising operating officials to submit Fitness Reports 
with separation actions. 
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Oo Review and Analysis of f itness Reporte r The Pla c ement 
and ian ' n^w£5n''Ia 'rtSspaheSSbe for the review apd analysis 

of Fitnees Reports o Thie includes responsibility for oceseultation 
with appropriate supervieoty officials regarding ESLtneee Reports 
and actions having a relationship to the content of such 

reports c 

do Administrative Officer > The Chief* Processing end Records 
Division7^®^^P°®^^ 0 ^rfifoe edwiniistration of the Fatness 
Report program within the Off ine of Personnel and will assume the 
duties of "administrative of finer 15 as required by paragraph 5*(1), 
referenced headquarters Regulation.. 

«o Personnel Career Service hoard o The Mdoiafafttiw Of floor * 
paragrajff^fiBSw^wnT^Eriii^ft^iiiroffioe copy of the Ifitness 
Report on **(»h member of the Office of Personnel to the Jbcecutive 
Secretary of the Personnel Career ixsrvioe Boards The Enscaitlye 
Secretary will n^ntain a file of these reports and makq t$«a avails 
able to AMOkbars of the Career Service Board end other officials of 
the Office of Personnel,, as required^ 

Supervisors o The xvwjwnsibiiities of s*g>ertri30»s in oon° 
motion w33EE’$Ee “Hltnass Report program are^detailed in Referenced 
Headquarters Regulation and notice * E»cp / Bupei*visG?‘ in the Office 
of Personnel is responsible f or the py*%t submission of Fitness 
Reports* as required o / 

2 „ PROCEDURES IN THE ADMIHJS^TiON OP THE FITNESS REPQRT 

4 - 0 in accordance wiljif raierenesd Headquarters Notiqe, the 
Processing and lteeords/0ivisj.cn (PRD) will continue current pro~ 
cedures concerning tab Poraoisief fifsjuition Report until vh© 
effective dates £b* ; beginning toe Fitness Report Program© 

h„ Beginning 15 October or earlier* PRD will propeqe lists of 
oBicloyees for whom Fitness Reports will, be due the following month c . 
Each such^List will contain Hie names* organisations anf due dates 
of repacks of such employees within an operating ocwponynt as indi= 
oatejrin referenced I'loticec The lists will be transmitted to the 
am^e-priate Administrative or Personnel Of i leers in the; operating ^ 
icui'ponents* in triplicate, so as to read* to era on or before the .l£th 
day ox each montho Pencil notation u n .l be mad© in Xtefi No<> 15 of 
the Service fiaeord Card to indicate thn date action waa= initiated 
and the due date of the Report t, 

©„ On or before toe li»th day oi toe month following the month 
to «feioh the due date of the report fa.Us* PhD will pnq>are a fol- 
Iowmjp list of Fitness Reports which hnve not been received in the 
Office of Personnel for trunsraxtUd. to the appropriate fibm i nis tra^ 
tive or Personnel Officer to the oper^ing component, jibe Chief* 
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